SOP: Compliance Monitoring and Regulatory
Adherence

This SOP details the processes for compliance monitoring and regulatory adherence, including identifying
applicable laws and regulations, establishing compliance requirements, conducting regular audits and inspections,
tracking compliance status, managing corrective actions, providing training and awareness programs, and maintaining
documentation for regulatory bodies. The goal is to ensure continuous conformity with legal and industry standards,
minimize risks, and promote organizational accountability.

1. Purpose

To define the standardized process for monitoring compliance with relevant laws, regulations, and industry standards,
ensuring risk mitigation and organizational accountability.

2. Scope

This procedure applies to all departments and personnel involved in compliance-related functions within the organization.

3. Responsibilities

Role Responsibility

Compliance Officer Lead compliance monitoring activities and report on status.
Department Heads Implement compliance requirements within their departments.
Employees Participate in training, and report compliance concerns.
Internal Audit Team Conduct audits and identify non-conformities.

4. Process Steps

1. ldentify Applicable Regulations
o Regularly review legal, regulatory, and industry standards relevant to operations.
o Maintain a register of all current applicable regulations.
2. Establish Compliance Requirements
o Translate regulations into actionable organizational requirements.
o Integrate requirements into policies, procedures, and processes.
3. Conduct Audits and Inspections
o Schedule and carry out regular internal audits and inspections.
o Document findings and non-compliance issues.
4. Track Compliance Status
o Use compliance management tools or spreadsheets to monitor status.
o Report progress to management and regulatory bodies as required.
5. Manage Corrective Actions
o Assign responsibility and deadlines for non-compliance remediation.
o Verify completion and document corrective actions taken.
6. Provide Training and Awareness
o Develop and conduct periodic training and awareness programs for relevant staff.
o Track participation and reinforce the importance of compliance.
7. Maintain Documentation
o Store all compliance evidence, audit reports, corrective action records, and training attendance logs ina
secure and accessible location.
o Ensure documentation is current and readily available for regulatory review.

5. Documentation and Records

Compliance Register

Audit and Inspection Reports
Corrective Action Logs
Training Attendance Records



e Correspondence with Regulatory Bodies

6. Review and Continuous Improvement

Review the SOP and related processes annually or after major regulatory updates. Collect feedback, audit results, and
incident reports to enhance the compliance program continuously.

7. References

¢ List of current applicable regulations and standards (attach or link as needed)

Approval

Name Title Date Signature
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